
Manage Transfers: Transfer w/o Pay Rate Change

Select the My Client 
Groups tab

Select the Quick Actions 
section and select the 
Show More link from the 
drop-down list
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Locate the Employment section

Select Transfer under the 
Employment section
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Select the Employee from the 
returned results within the 
Recent Items list

From the Search for a Person 
field, key in the Employee’s 
Name or Employee Number 
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Key in the appropriate 
Transfer Start Date in 
the When does the 
transfer start? field
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Select the appropriate 
Reason for the Transfer 
from the Why are you 
transferring? drop-down 
list
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Select the Continue button
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Select the Position name 
from the drop-down list
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From the Position field, key in the Position name. All Position names start with a code and then the 
description. When entering the code, the system will intuitively provide a list of Positions that match 
the data that has been entered. Select the correct Position from the drop-down list
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Select Continue11

Key the Additional Assignment Information if applicable. 
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Add the applicable documents to 
the transfer13
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Enter the mandatory comment and 
attachment associated with the 
transfer.
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15 Select the submit button


